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The Department of Energy's Subcontracting Reporting System (SRS), which tracks the small business results for DOE's contractors from data contained on Standard Forms 294 and 295, has been redesigned and is available for tracking and recording subcontracting data.

The new SRS is a web‑based application, and it eliminates the shipment of diskettes and paper between contractors and Heads of Contracting Activities (HCA) and between HCA=s and Headquarters.  The contractor will enter the forms via a World Wide Web browser, and the data will flow from the contractor to the HCA and from the HCA to Headquarters via the Internet.  Accordingly, the reporting, transmission, approval, andBwhen necessary--correction of data will be considerably simpler and quicker.  HCA approval is required for the data to be included in the DOE consolidated report that is transmitted to Headquarters and from Headquarters to the Small Business Administration.

The new SRS has been designed to conform to the latest versions of SF‑294 and 295 (including fields for the Historically Underutilized Business Zone (HUBZone) Empowerment Contracting Program).  The new SRS program performs the necessary calculations to produce appropriate summary fiscal year data.  Standard reports are also available to interested parties throughout DOE.

The SRS Manager is Mr. Roy Chavez.  For additional information, please call Mr. Chavez at (202‑586‑4735), or send an email to Roy.Chavez@hq.doe.gov.
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1. Introduction and Overview
This section of the Subcontracting Reporting System (SRS) Handbook is intended to provide a high-level view of the system.  It describes certain functions, and illustrates those screens that all users see upon entering the system.  Among the functions covered are registration, logging in to the system, and other administrative activities.  [N.B.: SRS has been created with extensive online help.  Definitions of terms, assistance in completing forms, and help messages are all available via hyperlinks built into the system.  Accordingly, a comprehensive index or list of screens and menus are not included in this Handbook.]
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Subcontracting Reporting System - Prototype Version

The web-based Subcontracting Reporting System (SRS) automates the processing of SF294 and SF295 data. It allows Contractars to submit this
data electronically through the Internet instead of by paper. It also the helps DOE personnel determine if goals for awarding subcontracts to Small
Business Contractors and to Small Disadvantaged Business Contractars are being achieved
There are five roles that are available in SRS:

« Contractor - enters SF294/205 data into SRS

« HCA - reviews and approves data submitted by Contractors

* HQ - reviews and consolidates data approved by each HCA
* DOE User - access to reports on consolidated information

Login to SRS

Register with SRS

Version 1.0 - March 18, 1999

=l [Sosument Done




This is the screen that first-time users of the Subcontracting Reporting System currently see when they go to the SRS Web site.  It connects to a screen that allows registration with the system, and to the Login screen that must be used following registration.  Once a user is registered with SRS, there is no need for them to visit this Web page.  It is expected that registered users will bookmark the ALogin to SRS@ Web page in their browser and bypass the above page.  The ALogin to SRS@ Web page for the Subcontracting Reporting System is shown below.
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Login to SRS Subcontracting Reporting System

Login Register Exit

Not Logged in

If you do not have 3 loginID/password to access the SRS, please complete a registration

registerad user application for one of the fallowing roles:

LoginID: ) Role Description

N Contractor Any contractor who must submit SF294/2955. Requires a DUNS number to
oSy register. You must also select the appropriate HCA to approve your

o registration

HGA Office Reviews/approves SF294/2955 submitted by contractors, Requires that you
select your HCA Office

DOE Headquarters Consolidates SF294/295 data

DOE User Allows access to SF294/295 reports

Your application for registration to SRS must be approved before you will be allowed access to the
system. You will be notified by email when your pending registration has been approved.
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Registered users must enter both a LoginID and Password in order to be able to use the system.  Both of these are determined by each user at the time they register; the system does not establish LoginID=s or Passwords.  For those contractors and DOE employees who have not yet registered, they must first proceed to the ARegister with SRS@ page and complete the required information.  The ARegister with SRS@ screen is shown on the next page.
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Register with SRS

Login Register Exi

Welcome to the Subcontracting Reporting System (SRS). To gain access to SRS, please fillin your registration information below and
secure it with a user name and password of your choice. In addition, you must select the role (i.e., Contractor, HCA, Headguarters) that
you will assume while in the system. Depending upon the role you select, you may be required to provide additional information (i.e., DUNS,
approving HCA, etc). all applications must be approved before you can access the system. If your registration application has already

been approved, you may login to the system.

Subcontracting

Not Logged in

Personal Information

CompreEE D |

p—

—

[p—

ohone: |

[ ext.

Security Information

Please choose a Login ID and password
of your choice.

Verify Password:

Dosument: Done.

Role Information

Role: [Select Rale.

DUNs#: 003252277

ogntos [ The Contractor role requires that you enter your DUNS Number and selact the approving HCA Office. The
i HCA role requires that you select your HCA Office. Omitboth the DUNS and HCA Office if you are registering

for any other role.
Password:





This is the registration screen for the SRS.  It is the same for all SRS users.  Contractors, DOE staff that review and approve contractor reports, and DOE users who wish to run SRS reports all must use this screen to register before they will be able to access or use any part of the system.  Additionally, registration must be approved by a user at the next higher level before the system may be accessed.  Contractor registrations are approved by the HCA, and HCA and DOE User registrations are approved by the Headquarters SRS Manager.

The required fields differ slightly, depending on the Arole@ of the person registering.  Currently, there are four roles defined in the SRS: Contractor, Head of Contracting Activity, DOE Headquarters (SRS Manager), and DOE User.  Each of those roles, the features of the system that apply to them, and the screens that they will use most frequently are discussed in later sections of this Handbook.

2. Head of Contracting Activity (HCA) Functions
As with all users, each person in a Contracting Activity authorized to review and approve subcontract reports submitted to the HCA must first register with SRS.  This means that each Contracting Activity must decide how they wish to manage both the contractor registration and the subcontract report review and approval processes.  For example, if the HCA determines that Contracting Officers and/or Contract Specialists will review the semi-annual reports, then those persons must register.  If the Small and Disadvantaged Business Utilization Specialist will review reports, then that person must register.  Whoever approves the contractor=s initial registration must also be a registered user.
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Home SF294 SF295 Reports Utilities Exit

The reports are approved online by the appropriate HCA Office and then consolidated by DOE Headquarters. The following table displays
a summary of the number of SF294 and SF295 reports awaiting review in your worklists. Any reports requiring attention (i.e., rework
status) are also summarized.

- Users authorized to access or pending access
Report | Total Reports in | Reports Re e pens for s oA
Type worklist Attention
Hoexter, David (Active)
SF294 Nene None Hoexter, David (Active)
SF295 1 None

Contractor Registrations Pending Approval

The following table contains a list of Contractor registration applications that are pending review by your HCA. To approve or reject an
application, please click on the name of the person you wish ta review and follow the instructions on the review form. Repeat for each

application
Full Name Company DUNS Phone Number Pending Since
David Hoexter Booz Allen & Hamilton Inc 006928857 (202) 426-0180 4/20/99 8:03:48 AM
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Following login to the system by the HCA, the above screen will appear.  This is the AHCA Home Page.@  It indicates the types and number of Standard Forms (SF) that have been submitted by contractors within the HCA and are awaiting either initial or second review (ATotal Reports in Worklist@), as well as the number of SF=s that have been resubmitted following rework by the contractor (AReports Requiring Attention@).  As mentioned earlier, registration by contractors must also be approved by their cognizant HCA before that contractor can use the system.  Whenever there are contractor registration requests or semi-annual reports that require approval by the cognizant HCA, they will show up on the above screen.

This HCA Home Page shows that there are no SF=s awaiting approval, but there is one AContractor Registration Pending Approval.@  As contractor registrations and semi-annual reports are processed, the workload numbers will be adjusted accordingly.  Clicking on the hyperlink under AContractor Registrations Pending Approval@ brings the HCA user to the following screen:
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Pending Since: 4/20/99 8:00:48 AM
Cormpany Narme: Booz Allen & Harmilton Inc
Login ID: boozalle
Full Name: David Hoexter
Phone: (202) 426-0180

Email Address: david.hoexter@ha.doe.gov
DUNS Nurnber: 006928857

Approve | | Do Not Approve | I Send Disapproval Email

Send a message to the contractor describing reason for not approving:

[Vour registration request was not spproved bacause

Plesse updste your information and 1 vil review it sgain,
[Thank vou,

DOE SRS Hasd of Cantracting Activity

Return to HCA Main Menu,
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As can be seen from the above screen, communications between DOE and its contractors are facilitated via built-in email functions.  Initial registration requires the entry of each users= email address.  These addresses are used to notify users automatically that their request for registration has been received, as well as when it has been approved or rejected.  Following approval, the contractor will receive an email message similar to the following:

David Hoexter,

Thank you for registering with the Department of Energy's Subcontracting Reporting System.

You registered with the following information:

Company Name/Agency: The SRS Testing Company

Role: Contractor

Login ID: ******** (actual Login ID will appear)

Password: ******* (actual Password will appear)

Phone#: (202) 555B5555

If for some reason the Contracting Activity does not approve the contractor=s registration, they have the option of sending a message back to the contractor along with the automatic email rejection notice.  That message provides DOE an opportunity to explain the rejection, request additional information, or otherwise communicate with the contractor.

Reports
There are many standard reports available to the HCA.  These include both summary and detailed data.  Summary reports provide information on the total amount of subcontracting with small, small disadvantaged, and small women-owned businesses.  Subcontract goal achievement data are also available in summary reports.

Selection options for summary reports available to the HCA include: awarding office, HCA, initiating (program) office, or DOE-wide.  Totals are available by fiscal year and semi-annual time period, by Management and Operating (M&O) vs. non-M&O contracts, for all prime contracts, for subcontracts only, or for all contractors and subcontractors.  

Detailed reports on the subcontracting activity of individual contractors are available only to HCA users.  These reports also include both dollar awards and goal achievement.  Finally, a number of management reports--such as timeliness of reporting, missing reports, and a history of semi-annual reportsBare also included in SRS.

The screens below illustrate the HCA and the SF294 Report Menus for HCA users.  (The AData Requested@ dialogue box on the SF294 Report Menu has been opened to show one example of available options.)
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This Menu contains various reports that can be run by the HCA

* SE294 Reports
« SE295 Reports

« History of SF294 Activity by this HCA
« History of SF295 Activity by this HCA
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SF294 SF295 Reports Utilities Exit

Enter some information and select the report you wish to view

Reports: [Select a Repart

Period: Select a Reporting Period
Fiscal vear:

Other Options: [Select oOption = code:

Data Requested: Select Data Requested

Select Data Requested

(M) - MBO

(0) - Non-MBO Prime Contractors

ﬁ Non-M&0 Prime Contractors and All Subcontractors

(S) - Subcontractors
) - all
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Utilities
The utilities menu allows HCA users to manage their profile (password, email address, etc.) and send feedback to the SRS System Manager.  Here is what the ASRS Feedback@ screen looks like:
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Please use this form to submit feedback on the Subcontracting Reporting System (SRS)

To: SRS Development Team (EDS)

Email: [david. hoexterng. doe. gov
Name: [pavid Hoexter

Subject: | SRS Feedback on Protatype System

1 would like to: [Report a Bug <

Request an Enhancement
Make & Cornment

From:

Comments

Subrmit Feedback Clear Fields
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As can be seen, there are three pre-set choices.  The user may report a bug, request an enhancement, or simply make a comment.  The system automatically picks up the user=s email address from the loginID, and includes it in the message.  Following receipt of the feedback at Headquarters, the SRS Manager and/or the system support team will take appropriate action.

Standard Operating Procedures
Each Contracting Activity is responsible for establishing standard operating procedures for use by procurement, small business, and program personnel who will be involved in the management of subcontracting reporting.  At a minimum, these procedures should address:

1. Initial contact with contractor to provide information on the use of SRS.  Instructions for registration and training (if needed) will be the responsibility of the HCA.

2. Responsibility for reviewing and approving contractor registrations.  Will contracting or small business specialists (or both) handle this?  Who will have primary cognizance and who will be the backup?

3. Responsibility for reviewing and approving (or rejecting) semi-annual reports submitted by contractors.  Same questions as above.

4. Preparation of management reports from SRS.  The system provides visibility into late and missing reports from contractors.  Reports may be run close to and after the due date to determine if any are missing.

5. Compilation of statistics on socioeconomic procurement preference awards.  SRS reports can assist program officials and small business and contract specialists in developing subcontract goals and monitoring achievement.

6. Public inquiries.  Who at the contracting activity should respond to requests for subcontract data?

3. Contractor Functions
The Contractor creates and submits semi-annual reports using Standard Forms 294 and 295.  The AContractor Home Menu@ appears below.  It is similar in appearance and content to the AHCA Home Page@ in that it presents a summary of total reports in progress (ATotal Items in Your Worklist@) and the subset of those reports that may have been returned by the HCA for rework (AItems Requiring Attention@).
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The Subcontracting Reporting System (SRS) tracks information from the Subcontracting Report for Individual Contracts (SF294) and the
Summary Subcontract Report (SF295). The reports are approved online by the appropriate HCA Office and then cansolidated by DOE
Headguarters. The fallowing table displays a summary of any SF294 or SF295 reparts that are in your worklist (i.e., draft, rework)

A\ sr2945 for period 1 (Oct 1-Mar 31) should be submitted by April 30% (this month).

p—— p— Users authorized to access of pending access
otal Item: ems Requiring &0 craste/undate reports for DUNS 073891321
Report TYPe | your worklist Attention
Hoesxter, David (active)
SF294 None None
SF295 None None
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A number of actions may be performed on reports that are displayed in the contractor=s worklist.  The worklist is shared by all registered users associated with a particular DUNS number.  Thus, it is possible for company personnel either in corporate headquarters or at the place of performance to report data to SRS.

Registration with the correct DUNS number is critical.  Satisfaction of statutory reporting requirements and the determination of socioeconomic procurement goal achievements are based on correct reporting of DUNS numbers.

Actions include assigning a user to each report; this must be done before the report can be created.  Other actions include update, delete, submit and unassign.  Further information on these actions will be found in the ASRS Tutorial - Contractor Role@ (See Appendix).

Options
From the AContractor Home Menu,@ a series of menus is available which allows the contractor to:

· select the appropriate SF, 

· select a specific contract (in the case of the SF 294),

· create a new report, either as the prime contractor or on behalf of a subcontractor,

· review the status of reports submitted to the HCA,

· revise or correct a report that has been returned by the HCA,

· look at a history of reports submitted to DOE,

· look at the history of actions taken on a specific report, or 

· use the utility menu to change their profile, provide feedback to the SRS Manager, or obtain SRS help.

Not all of these screens have been included in this Handbook.  The main data entry screens for the SF-294 and SF-295, as well as the AContractor Utility Main Menu@ and ASRS Tutorial - Contractor Role@ have been included in the Appendix for illustrative purposes.

4. DOE User Functions
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The Subcontracting Reporting System (SRS) tracks infarmation from the Subcontracting Report for Individual Contracts (SF294) and the
Summary Subcontract Report (SF295)

DOE users can run various reports regarding SF294s and SF295s from the Report Menu
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DOE users not involved with the processing of subcontract reports may obtain summary reports from SRS.  The view they are presented with upon login to SRS is shown below.  The only feature available to DOE users is the reports function.

5. Headquarters SRS Manager Functions

The SRS System Manager is responsible for the proper functioning of the system.  The Manager must:

· be cognizant of changes in statutory or regulatory reporting requirements,

· work with Small and Disadvantaged Business Utilization Specialists to ensure that complete and accurate reports are submitted in a timely manner,

· direct the work of the system=s technical support team,

· monitor and act on feedback provided by contractors and DOE staff, and

· conduct day-to-day maintenance as needed.

An example of this last task is the processing of requests for registration from HCA and other DOE users.  The screen below illustrates what the SRS Manager sees when logging on to the system.
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System manager

Users authorized to access or pending acess to review reports for HQ.

Hemsing, Rick (acive)
manager, System (acive)
Pojets, Tom (acive)

g Approval
Full Name Role Phone Number Pending Since
Tom Pojeta | Head of Contracting Activity (HCA) 002 (328) 222-3433 Ext, 2323 | 12/4/98 10:06:27 AM
DOE User (202) 586-9062 4/22/93 9:12:19 AM
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As with contractor registrations processed by HCA=s, an email notice of the action taken by the SRS Manager is automatically sent to the person requesting the registration.

Appendix: SRS Screen Captures
Standard Form 294 
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Create SF294 Report for Prime

SF294 SF295 Reports Utilities Exit

Subcontracting Reporting System

Gorporation, Company or Subdivision Covered

Company Name WACKENHUT SERVICES ING

Strest

City ALBUQUERQUE State NEW MEXICO ZIP Code 87145
Contractor 1D 07-738-1921  Register Number: AL57353

Reporting Period
(o EEinO PO jar31  C Sept 30 Fiscal Year  Contract Inception: 7/1/30

Type of Report [ please chack if this is the Final Repart for the Contract

Administering Activity [DOE 5 other: [

Report Submitted a5 @ Prime Contractor  Prime Contract Number: AG04-90AL57353

Dollars and Percentages ¢ Includes Indirsct Costs
in the following blocks: € Does Not Include Indirect Costs

Subcontract Awards

Type Gurrent Goal Actual Cumulative
SRS was unable to determine the cument goals for your subcontracting plan since this is the
frst 57294 entered for this award Whole Dollars | Percent | whole Dallars | Percent

Small Business Concerns (include S08, WosE) T T T
(Dollar amount and parcent of total S8/LE)

Large Business Concerns T T T
(Dollar amount and parcent of total S8/LE)
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The contractor selects the appropriate SF294 from a list of contracts that they have with DOE.  SRS then fills in the Company Name, City, State, Zip Code, Contractor ID (DUNS), Register Number (last seven characters of the contract number), and Prime Contract Number fields.

Standard Form 295 - Summary Subcontract Report
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Create SF295 Summary Subcontract Report Subcontracting

Home SF294 SF295 Reports Utilities Exit

Add SF295 SF295 Status

Main Menu

Gorporation, Company or Subdivision Covered

Contractor Name
Strast
city State 2P

Contractor DUNS 07-738-1921

Reporting Period © Oct 1-Mar31 € Oct 1 - Sept 30 Fiscal Year
Type of Report [ please check i this s tha Finsl Raport

MEO Contractor € ves € No

Administering Activity [DOE 5 other: [

Report Submitted as € Prime Contractor  © Subcantractar

€ Individual € commercial Percent

1f plan is commercial, specfy the percentage
of the dollars on this report attributable to this agency

Contractor's Major Products or Service Lines

e o S —
= Document: Done.
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The SF295 is used to report all subcontracting activity by one company during a specified reporting period.

Contractor Utility Main Menu
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SF294 SF295 Reports Utilities Exit

Welcome to the Utiity Main menu

« Update User Profile - gives you the ability to change your email address, phone number, etc.
« Feedback - provides a mechanism for you to submit bug reports, propose enhancements, or provide comments related to SRS,
« SRS Help - provides detailed help about the Contractor role of SRS.
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This screen allows the contractor to change their password, email address or phone number, send feedback to the Headquarters SRS Manager, or obtain help with the system.

SRS Tutorial - Contractor Role
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Help For Contractor Menus: SE294 | SE295 | Reports | Utilties | Exit

SF294 Menu

Create SF294 Report for Prime Contractor

Display the SF294 menu
Select "Create SF294 as Prime”

3. Select desired Award from list of contracts

List may consist of one or more awards associated with your DUNS
Awards records are pulled from DOE PADS extract

4. Enter data into SF294 form and Save

Street Address of Prime Contractor
Fiscal Year and Report Period (Mar 31 or Sept 30)

Adrministering Agency

Direct/Indirect Costs Indicator

Current Goals (must be entered the first SF204 submitted for  particular award)
Curnmulative Dollars from contract inception through current period

Remarks

Subcontract Plan Administrator

5. Subrmit SF294 at the appropriate time

SF294 Worklist

The following actions can be performed on SF294 reports displayed in the contractor worklist. This worklist is shared by all users

David Hoexter.

assnciated with a narticular DUNS. The warklist will enntain a list af all draft SF294s (ereated hut nat vet suhmitted) And SF294s sant
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associated with a particular DUNS. The worklist will contain a list of all draft SF294s (created but not yet submitted) and SF2g4s sent
back for rework by the Approving HCA Office.

Ee

Assign - Assigns the current user to the SF294. A user must be assigned to perform these actions: Update, Delete, and Submit.
ews - Displays the SF294 in a popup window. The SF294 can be printed from the popup.

History - Displays an audit trail of actions performed on the SF294 since it was created

Update - allows user to update the information contained in the SF294.

Delete - Allows user to permanently delete the SF294.

Submit - Submits the SF294 for approval to the appropriate HCA Office

Unassign - Removes the name of the user currently assigned to the SF2g4.

SF295 Menu

Create SF295 Report

1. Display the SF295 menu
2. Select "Create SF295"
3. Enter data into SF295 form and Save
o Address of Contractor
Fiscal Year and Report Period (Oct 1-Mar 31 or Oct 1-Sept 30)
Adrministering Agency
Plan Type
Major Products/Service Lines
Curnmulative Dollars for reporting period
Remarks
Contractor's Official Who Administers Subcontract Plan
o Chief Executive Officer
4. Subrmit SF295 at the appropriate time

SF295 Worklist
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The first two screens of the contractor=s help section are shown.  Additional features include the Report and Utilities menus, and the Exit SRS function.

